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Training Objectives

Introductions

Learn about changes to NASA’s Employee Performance
Communication System (EPCS) — 2013 and 2014

Review some Best Practices for EPCS

Learn how to use the Standard Performance Appraisal
Communication Environment (SPACE)



ERES

Performance Management Lifecycle

FAIRNESS
Appropriately specific,
objective, and achievable
performance expectations
Performance assessed
consistently and fairly,
based on established
expectations

COMMUNICATION

Understand your
supervisor’s expectations
and how well you are

meeting them
* Fairness Have on-going

] . communications with your
* Communication supervisor y
e Accountability Seek common
understanding with your
supervisor
ACCOUNTABILITY
RATE Employees — all of us — are
accountable for meeting
expectations




Part 1
CHANGES TO EPCS



Changes to EPCS

Summary of Changes

J

SPACE Labor/Management
MOA signed on 4/18/13

Start 2012-13 End 2012-13 2013-14 SPACE
Establishin . . Element library or supervisor
g Supervisor writes No change . Y P
Elements can write elements
Individual Elements rated on 3 levels
Element Elements rated on 5 No change - L5: Substantively Exceeds Expect.
Rati levels - L3: Meets Expectations
atings - L1: Fails to meet Expectations
Calculate average of 3, 4, Calculate average of 3 and 5
and 5 element ratings: element ratings:
- 5.0 = Distinguished - 5.0 = Distinguished
Lowest element - 4.0-4.999 = Accomplished - 4.0-4.999 = Accomplished
. . rating drives the -3.0- = -3.0- =
Final Ratings g . 3.0-3.999 = Fully Successful 3.0-3.999 = Fully Successful
summary rating - 2 on element = Needs Impr.
-1 on element = Unacceptable | -1 on element = Unacceptable
Level 2 eliminated from final ratings
Example

Element ratings =5, 4, 3
Final rating = 3

Element ratings =5, 4, 3
Final rating =4

Element ratings =5, 5, 3
Final rating =4




STANDARD PERFORMANCE APPRAISAL
COMMUNICATION ENVIRONMENT (SPACE)



How to use SPACE

System Access

Employee (GS-level ) — Review, provide comments, sign performance
plan and reviews; note accomplishments; request progress reviews

Rating Official (employee’s immediate supervisor) —
Create/modify/sign performance plans; view employee
accomplishments in system as designated by the employee; create
notes; conduct final ratings

Reviewing Official (rating official’s supervisor) — Review final ratings;
signs off on review

No Contractor Access To SPACE



How to Use SPACE e _) C S

SPACE Access

Access SPACE via the Human Resources (HR) Portal: https://hr.nasa.gov

* Login using NDC credentials
* Inside NASA firewall or VPN for remote access
 Time out after 20 minutes of no activity

HR v’. Human Resources Portal My Custom Pages v | NASA Center ~ | Password Manager

Enter Search Terms Here Search Advanced

m Employees Supervisors & Leaders Human Resources Workforce Planners Business Support My Workspace Dashboards & Reports

Human Capital News Message from the Administrator: Y Systems Launcher

Sources = / \ .

Preparing Our Workforce for the Future / i Cemmon Foots

Employee Notices ¥ ) ) ) ! p

b 2013 NASA Policies, Merit System At NASA, we are dedicated to innovation, bold ideas, ang
Principles and. * . excellence. These values are just as important in :

day-to-day operations as they are in launching rockets

2013 FEHB General Information o . = \ / X m
Notice and building spacecraft. We have achieved so much in . _

S 2013 Pay Comparability the past few years, and that would not have : p

Adjustment Notice been possible without your hard work, creativity, j Employee Express
jp General FEGLI/NEBA Insurance and expertise. You are essential to NASA. P 4 ! .

Information : / \ . Employee Express (PIV)
: » Read the entire message here. - \

Federal Long Term Care )

: FedTraveler
Insurance Webinars

p TSP free iPhone App Warning BPTW Blog Flexibilities Thank You I Promotions

ICAM Work From Anywhere Innovation®NASA
m Iﬁeﬂ% Sfi?ﬁfln in% - ﬂ An arrangement that allows r- j Employee achievements,

MAQCA in tha nAusrs And

Aranlavans asaiarls framm A


https://hr.nasa.gov/

How to use SPACE

SPACE
e SPACE is a TOOL that automates EPCS

AR

e Same EPCS policies & procedures
e Does not replace EPCS, but
automates it

+ NASA Portal

NATIONAL AERONAUTICS et
AND SPACE ADMINISTRATION £ KSC Internl Portal

Standard Performance Appralsal Commumcatlon Environment (SPACE)

SPACE is an automated performance management tool that is fully compliant with the requirements of the NASA Employee Performance @
Communication System (EPCS). SPACE was developed to provide a user-friendly, interactive performance management environment for o

employees and supervisors. Thank you for using SPACE and we look forward to hearing your comments and ideas.

[ Welcome: Tom ]

* Developed by Kennedy Space Center

e All NASA Centers are using it beginning 2013 — 2014

SPACE “Goes Live” - May 6, 2013 —

Employee performance appraisals
must be in place by July 31, 2013.




How to use SPACE

Performance Plan: Getting Started

Supervisor initiates performance
plan in SPACE

I/,
\mk

SPACE emails employee advising of the need to review the plan

A PERFORMANCE PLAN:

Documents an employee’s assigned
responsibilities and how performance will
be measured

Should be developed by supervisor and
employee together

Must be provided to and discussed with
employee

Is established within first 30 days of
appraisal period, then updated as needed

Government regulations and NASA’s EPCS
policy require that employees have the
opportunity to provide input into their
performance plans



//upload.wikimedia.org/wikipedia/commons/3/3d/Puzzly_at_the_computer_(RTL).svg

How to use SPACE e _) C S

Performance Plan in SPACE

Click the Plan Summary tab (if not already selected)
Click Start
Review the Critical Element and the related performance standards and indicators

Select Performance Year:j 2014 (05/01/2013 - 04/30/2014) |z|I

Plan Summary ) Track Progress Review(s) | Final Rating | Historical Plans
{ Accomplishments

Rating Official: David Ledoux (B4) Reviewing Official: Lesa Roe (A)

Welcome to your draft performance plan, created by your Rating Official. On the next pages, you will have the opportunity to review
and/or provide feedback on the following components of the draft performance plan:

e Critical Element(s)
» Performance Standards and Indicators

When you have finished reviewing, indicate your response to each element then click the notify supervisor button.

>

11




How to use SPACE

Review and Certify Plan in SPACE

Review each Critical Element and
the related performance standards
and indicators

Critical Element

[Click to Expand Assists managers and supervisors in planning, monitoring, developing, Strategic Alignment

rating, and rewarding employee performance.

Strategic Alignment
Goal 1

Employee Comment:

Critical Element

* Reflect the most important work for which you
are responsible

* Critical: work is of such importance that failure
to meet standards = Unacceptable rating

* At least one element must show alignment to
Agency/Center/Org goals/objectives

* All elements are critical; minimum of 2

Performance Standard: Written at Level 3
Describes the way an employee must perform to
meet expectations for the element; measureable
and focused on results

Performance Indicator: Written at Level 5
Reflects examples of the types of performance
that substantively exceed standards

Communications and Collaboration/Teamwork

¢ Establishes trusting working relationships in contentious situations

+ Effectively builds consensus and inspires team members/colleagues toward goal accomplishments
+ Develops leadership in others through coaching, mentoring, guiding and recognizing

+ Makes maximum use of the diverse talents of team members

+ Consistently works effectively in diverse, cross-organizational, and uncertain environments

+ Facilitates effective adaptation to controversial or difficult changes within the organization

+ Shares best practices and lessons learned with colleagues and stakeholders

Results Driven

¢+ Accomplishments/results that far exceeded the norm

¢+ Produces results that are exceptionally accurate and precise

+ Delivers work products that are superior/breakthrough in critical mission areas

Employee
Comment:

Employee Review

© I have reviewed the above Critical Element and the related performance standards and indicators - | have no
comments.

© 1 have reviewed and would like to provide comments about the above Critical Element and the related

performance standards and indicators.
View/Print Full Plan m Save and Continue




Record your review using one

How to use SPACE  — _) C S
Review and Certify Plan in SPACE

of two options:

1.
2.

No comments

Provide comments - Enter
your comments in the
comments text field

Click Save and Continue

(Repeat for Each Element)

Meets Expectations Performance Standards
FERFORMANCE STANDARDSE: The following standards may apply to all employees. Supervisors may establish customized
standards for each element, recording them in the text field below:

+ Completes work as instructed, in accordance with prescribed guidelines and timeframes
* Actively participates in meetings and projects

* |s a team player

* Communicates effectively with superiors, peers subordinates and customers

+ May exceed some performance requirements but not encugh to meet the Accomplished lewel

Fails to Meet Expectations Performance Indicators (opticnal)
1 Performance below that expected for Level 3

Employee Comment:

Employee review of the
performance plan is mandatory in
SPACE

loyee Review
= [have reviewed the above Critical Element and the related performance standards and indicators - | have no
ents.

I+ ave reviewed and would like to provide comments about the above Critical Element and the related
ef#rmance standards and indicators.

Indicate any comments to the above critical element in the space provided below and press save.

There are no character limits within the text fields.

SlEmm o | F-[(B]s u E[ETE S E e - oty - sps -
iEl9 A% ] B 2 |




How to use SPACE

AR

Review and Certify Plan in SPACE

After Reviewing and Saving Each Critical Element:
View snapshot of the Critical Elements
Click Notify Supervisor

Employee response to critical elements has been saved.

Select Performance Year: | 2014 (05/01/2013 - 04/30/201 ¢:.|;|

Rating Official: David Ledoux (B4)

Critical Element

S ——

Plan Summary | Track Progress Review(s) | Final Rating | Historical Plans
“ccomplishments

—

Reviewing Official: Lesa Roe (A)
Reviewed

By
Requirement Employee

groupings, titles and grades.

1. Assists managers and supervisors in planning, monitoring, Strategic i
developing, rating, and rewarding employee performance. Alignment
2. Performs position evaluations in order to determine appropriate =i
classification of positions into pay systems, occupational

14



How to use SPACE e _) C S

Review and Certify Plan in SPACE

NOTE: Employee has option to Recall Notification

I Email notifying your Rating Official that you have reviewed your Performance Plan has been sent.

Select Performance “ear:

‘ Plan Summary

2014 (050120132 - :Iﬂ.-'E:I.-'E:HﬂZ-l;l

Rating Official:

Track gre eV Final Rating | Historical Plans
Accomplishments

David Ledoux {B4) Reviewing Official: Lesa Roe (A)

Reviewed

By
Critical Element

Requirement Employee
1. Assists managers and supervisors in planning, monitoring, Strateqgic rd
= developing, rating, and rewarding employee performance. Alignment
2. Performs position evaluations in order to determine appropriate rd

classification of positions into pay systems, occupational
groupings, titles and grades.

e

‘ Recall Notification ’

15




How to use SPACE

— B

Review and Certify Plan in SPACE

SUPERVISOR AND EMPLOYEE

HAVE FACE-TO-FACE MEETING.
SCHEDULED OUTSIDE OF SPACE.

PERFORMANCE PLAN DISCUSSION

While reviewing your draft plan, identify
questions/concerns/ feedback for discussion
Seek common understanding of performance
expectations, even if ultimately you do not agree
with everything in the plan
Discuss:
* Critical elements, performance standards,
and indicators
* Any questions or concerns you have, or
clarifications that you need
* Relationship of performance expectations
to organization/Center/Agency goals
* Training and development needs and
opportunities
Work with supervisor to make appropriate
modifications to plan
Rating Officials make final decision on plan
content




How to use SPACE S __) C S

Signing Performance Plan in SPACE

After Employee and Supervisor Have Face-to-Face Discussion, Log into SPACE:

* Click the Plan Summary tab (if not already selected)

* As needed, click View next to each Critical Element to view the Critical Element and the
related performance standards and indicators

Plan Summary l 1 mack Progress Review(s) | Final Rating | Historical Plans
~ccomplishments
Rating Official: David Ledoux (B4) Reviewing Official: Lesa Roe (A)
Reviewed
By
Critical Element Requirement Employee
1. Assists managers and supervisors in planning, monitoring, Strateqgic =
developing, rating, and rewarding employee performance. Alignment
2. Performs position evaluations in order to determine appropriate &
classification of positions into pay systems, occupational
groupings, titles and grade=

Critical Element

IClick to Expand Assists managers and supervisors in planning, menitering, developing, Strategic Alignment
rating, and rewarding employee perfformance.

Strategic Alignment
Goal 1

Employee Comment:

@ | have reviewed the above Critical Element and the related performance standards and indicators - | have no comments.




How to use SPACE e _) C S

Signing Performance Plan in SPACE

Click Employee Signature
Click Confirm

Plan Summary l 1 ack Progress Review(s) | Final Rating | Historical Plans
Accomplishments

Rating Cfficial: David Ledoux (B4) Reviewing Official: Lesa Roe (A)

Reviewed
By
Critical Element Requirement Employee
1. Assists managers and supervisors in planning, monitoring, Strateqic &
= developing, rating, and rewarding employvee performance. Alignment
2. Performs position evaluations in order to determine appropriate &
classification of positions into pay systems, occupational

groupings, titles and grades.

= e S

Employee Signature

By clicking the confirmation button located below, | certify that | am Micole Smith (B4) and that my
Rating Official provided my Performance Plan for performance year 2014 to me, and conducted a
discussion with me regarding the critical elements and performance standards/indicators therein.




How to use SPACE e _) ‘ S

Complete & Certify Plan in SPACE - Employee

Employee has successfully signed his/her Performance Plan.

Select Performance Year: | 2014 (05/01/20132 - 04/20/2014) [

Final Rating | Historical Plans

Reviewing Official: Lesa Roe (A)

Rating Official: David Ledoux (B4)

Reviewed
By
Critical Element Requirement Employee
1. Assists managers and supervisors in planning, monitoring, Strateqic il
developing, rating, and rewarding employee performance. Alignment
2. Performs position evaluations in order to determine appropriate rd

classification of positions into pay systems, occupational
groupings, titles and grades.

= s

NOTE: Supervisor will receive an email and note in SPACE that employee has signed plan. At this point,

supervisor will enter SPACE and sign plan. Employee Performance Plan is now complete.




How to use SPACE

SR

Employee-Requested Progress Reviews in SPACE

Click the Progress Review(s) tab
Click Request Progress Review

Click OK on the popup window
You will be copied on the e-mail sent to your Rating Official requesting a progress review

(Optional)

Plan Summary | Track
Accomplishmei, =

Progress Review(s) | 1 inal Rating | Historical Plans

Date Established Type of Progress Current Status

]

Review

ype of Message from webpage

£3

{ ~ 1 Are you sure you wish to notify your Rating Official that you want &
LV Progress Review?

Progress Review Action

5s Revig Request
Progress Review

o

“

MONITORING PERFORMANCE is
the responsibility of the supervisor
and the employee

Monitoring performance includes:

* On-going communication

e Tracking progress

* Progress reviews, including
midpoint

* Re-evaluating expectations if
employee’s responsibilities
change

* Addressing performance
problems

20



SPACE Automates EPCS ) _) G S

Complete Employee-Requested Progress Review

BEFORE PROCEEDING TO THE NEXT STEP, THE EMPLOYEE
AND SUPERVISOR SHOULD HAVE A FACE-TO-FACE
DISCUSSION. SUPERVISOR SHOULD SCHEDULE MEETING
OUTSIDE OF SPACE.

Employee will receive an email notification that a progress review was conducted and is

ready for sign-off
Click the Progress Review(s) tab
Click View/Sign Progress Review

P ————
Plan Summary J Track I Progress Review(s) | Yinal Rating | Historical Plans
Accomplishments U (waiting Signature: 1)

Date Established Type of Progress Current Status Progress Review Action

Review
03/13/2013 General Progress Review Completed. ‘ \ﬂawfl-‘aigr‘:i;:ogmss )

Waiting for Employee Signature I ——

21



How to use SPACE S _) C Q
N/

Midterm Progress Reviews in SPACE

(Mandatory)

You are encouraged to provide self-assessments at midpoint review and final rating time

Self-assessments should encompass more than accomplishments:
* Did you accomplish what you were required to? More? Less?

* Assess your performance against your standards and address how you believe that you have met,
substantially exceeded, or not met them

After you and your supervisor have had a midterm progress review discussion, both your
supervisor and you sign to document completion of the review. You receive an email notification
that the review is ready for sign-off

Click Progress Reviews Tab
Click View/Sign Progress Review

Plan Summary | Track I Progress Review(s) Fiml Rating | Historical Plans
Accomplishment: U (waiting Signature: 1)

Date Established Type of Progress Current Status Progress Review Action
Review

03/13/2013 General Progress Review Completed. ‘ \ﬂw.*snlg?d:wwumm )

Waiting for Employee Signature R —

22



How to use SPACE  — _) C S
Midterm Progress Review in SPACE

Progress Review

. . Element 1: Assists managers and supervisors in planning, monitoring, developing, Strategic Alignment
ReVIEW commentS/Narratlve [Click to Expand rating, and rewarding employee performance.
. L] E
Click Employee Signature Stategic Alignment
. . Goal 1
Click Confirm
Employee
Comment:
Element 2: Performs position evaluations in order to determine appropriate
[Click to Expand classification of positions into pay systems, occupational groupings, titles
E] and grades.
Employee
Comment:

Progress Review Narrative Summary

Overall, employee is doing a nice job; meeting expectations.

Employee Signature

A minimum of one progress review must be conducted during the appraisal period, generally midpoint in the
period. If performance requirements have changed, the plan should be modified accordingly.

A progress review and meeting has been conducted by the Rating Official with the employee. Erévious Fage

By clicking the confirmation button located below, | certify that | am Nicole Smith (B4) and that my Rating Official
conducted a progress review with me.

== )

23




How to use SPACE

AR

Midterm Progress Review in SPACE

NOTE: Employee receives confirmation that he/she has successfully signed Midterm Review.

r
Employee has successfully signed his/her Progress Review. ]

Select Performance Year: 2014 {05/01/2013 - []4.-’3[1-’2[]14}E

Plan Summary | Track Progress Review(s) | Final Rating | Historical Plans

Date Established Type of Progress Current Status Progress Review Action
Review

05/15/2013 Midpoint Progress Review Completed

Request
Progress Review

24
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Tracking Your Performance in SPACE

Click the Track Acc?mplishments tab T e KT e e
Click Add Accomplishment » Strengthens your participation in two-way
Type in your progress notes communication

* Supports preparation of self-assessments

Plan Summe y | Track Progress Review(s) | Final Rating | Historical Plans
Accomplishments l Good progress notes:

Date Crnitical Element Accomplishment Viewable ® Are deta||ed and SpeC|f|C
C ted A lish t Applied T B q q
rene ceompIshment fppled o Supesvisor » Are associated with elements and related to

standards / indicators

‘ Add Accomplishment )

Track a new Accomplishment for Performance Year 2014

Create a note to remind you of your accomplishments during the performance year. These notes are only visible to you unless you check
‘Viewable by Rating Official'. You can also associate an accomplishment to one or more Critical Elements by clicking the check box next to the
Critical Element title.

Accomplishment:
Please Note: When pasting from Microsoft Word, use the "Paste From Word" icon below the editor

There are no character limits within text fields.

i= i= Format ~ FontFamily ~ FontSize -

| fmE |- I U |EE=EE|
& | A2 |mQ % 2@

Viewable by Ratin
Official: O 25




SPACE Automates EPCS

under . A
construction

please come back later...

/1111777717177 /7

SPACE AUTOMATES EPCS: CLOSE OUT
UNDER CONSTRUCTION DUE TO AGENCY’S
SYSTEM CONFIGURATION.



SPACE AUTOMATES EPCS: OTHER SPACE
FEATURES



SPACE Features e _) C S

SPACE REFERENCE GUIDES FEATURE

NATIONAL AERONAUTICS ‘ : n:spﬁ:atlrrtal Welcome: Karen

Standard Performance Appfai_séi Communication Environment {SPAQE]

SPACE Reference Material

+ MASA Strategic Plan

* NASA Employee Performance Communication System (NPR 3430.1C)

* A Supervisor's Guide to Assessing Performance

* Reconsiderations: Appraisal Disagreements Guide for Supervisors

* Langley’s Alignment to NASA Strategic Goals

* Uniformed Services Employment and Reemployment Rights Act (USERRA) and Performance Appraisal

* To access additional SPACE information, please visit the Langley OHCM website

Office of Human Capital Management

A Supervisor’s Guide to Assessing

NASA
@ Frocede cnoont Performance
Requirements —

COMPLIANGE 15 MANDATORY

[ P s WG] i o)

Subject: NASA
Responalvie Offce: Offce of Haman Capkal Managemen:

28
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SPACE HELP FEATURE

Standard Performance Appraisél Communication Environment (SPACE)

Policy or Performance Plan Questions:

If you have questions regarding policy or your performance plan please first contact your supervisor. If questions remain please contact a LARC
SPACE representative at 757.864.3350. You may also submit your question(s) via email at larc-dl-ohcm-space. Any employee who submits a question
s) via email will receive a response within two business days.

General or Technical Questions:

Questions related to performance management, policy, and appraisals should be directed to the LARC POCs identified above. If you need technical
assistance regarding SPACE, please contact the NASA Shared Services Center (NSSC) Enterprise Service Desk (ESD) at 877-677-2123 or 871-
NSSC123.

Reference Guides:

Reference Guides and training material can be found under the Reference Guides tab or by clicking here

29



SPACE Contact Information : D C \\D/;
SPACE CONTACT INFO

SPACE HELP DESK PHONE NUMBER: x43350
SPACE EMAIL ADDRESS: larc-dl-ohcm-space@mail.nasa.gov
OHCM WEBSITE: http://ohcm.larc.nasa.gov/policy/space/index.html

Office of Human Capital Management

NASA Langley Research Center
Hot Topics = Pay & Benefits  Policy & Guidance = Occupational Health | Training & Development | Job Opportunities  Work & Family Life

Standard Performance Appraisal Communication Environment (SPACE)

Beginning May 2013, all NASA GS employees and their supenvisors will use a new online tool called Standard Performance Appraisal Communication
Environment or SPACE to conduct the performance management process for performance cycle 2013 — 2014 and thereafter. NASA developed SPACE to
automate the Employee Performance Communication System (EPCS). SPACE is not replacing EPCS. It is only replacing the paper-based appraisal forms
-MNF 1762 and NF 1763.

SPACE will automate processes associated with each of the major milestones of the performance appraisal cycle. It will allow superisors and employees

to:
SUPERVISOR EMPLOYEE
Create Performance Plans Review Performance Plans
Conduct midpoint progress reviews Confirm midpoint progress reviews
Conduct performance ratings Verify performance ratings

This web-based tool does not replace or diminish the importance of the supenisor-employee, face-to-face communications about performance
management, but rather supports these critical discussions.

As part of an Agency-wide initiative, all NASA Centers are using SPACE as part of an ongoing effort to enhance meaningful and effective perfformance
management activities in support of NASA's mission.

Please click the SPACE Training Information Link for additional details about supervisar and employee training.

Additional Information and Guidance
Charts from SPACE CLC presentation
SPACE Training Information

—

For or to share your ideas or feedback, please contact your Langley's SPACE Representatives at larc-dl-

I q i and guid
ohcm-space@mail.nasa.gov or (757) 864-3350.
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mailto:larc-dl-ohcm-space@mail.nasa.gov
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mailto:larc-dl-ohcm-space@mail.nasa.gov
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SPACE Training Schedule e __) G S

SPACE TRAINING TIMELINE

* EMPLOYEE TRAINING DATES, TIMES, LOCATIONS

May 17, 2013 10:00 - 11:00 AM Pearl Young Theater, Bldg 1202

May 20, 2013 2:00-3:00 PM Pearl Young Theater, Bldg 1202
May 29, 2013 1:00 - 2:00 PM Pearl Young Theater, Bldg 1202
June, 2013 TBD
June, 2013 TBD

* LIVE LAB DATES, TIMES, LOCATIONS

June 3 1:00-4:00 PM BLDG. 1194 Computer Lab/Room 206
June 10 1:.00 - 4:00 PM BLDG. 1194 Computer Lab/Room 206
June 17 1:00-4:00 PM BLDG. 1194 Computer Lab/Room 206
June 20 1:.00 - 4:00 PM BLDG. 1194 Computer Lab/Room 206
June 25 1:00 — 4:00 PM BLDG. 1194 Computer Lab/Room 206
June 27 1:00 - 4:00 PM BLDG. 1194 Computer Lab/Room 206
July2and 4 1:00 — 4:00 PM BLDG. 1194 Computer Lab/Room 206
July 9 and 11 1:00 —4:00 PM BLDG. 1194 Computer Lab/Room 206
July 16 and 18 1:00 — 4:00 PM BLDG. 1194 Computer Lab/Room 206
July 23 and 25 1:00 — 4:00 PM BLDG. 1194 Computer Lab/Room 206
July 30 1:00 - 4:00 PM BLDG. 1194 Computer Lab/Room 206

31



BACK-UP INFORMATION



Changes to EPCS

2013 - 2014 Changes to EPCS

Individual performance elements under EPCS will be rated at one of
only three levels:

— Substantively Exceeds Expectations (Level 5)

— Meets Expectations (Level 3)

— Fails to Meet Expectations (Level 1)

Exceeds Expectations: “Performance that consistently exceeds the
performance standards to a substantial degree for the element”

Needs Improvement (Level 2) is eliminated — performance below
Level 3 is “Fails to Meet” and requires corrective action



Changes to EPCS

2013 - 2014 Changes to EPCS (cont.)

e Summary ratings will be determined by calculating the average of 3
and 5 element ratings with the following thresholds:
— 5.0 = Distinguished (Level 5) summary rating
— 4.X = Accomplished (Level 4) summary rating
— 3.X = Fully Successful (Level 3) summary rating
— If any element is rated 1, the summary rating is Unacceptable (Level 1)



How to use SPACE

Employee

Review, provide comments on, and sign Performance Plans

Review and sign midpoint and other Progress Reviews, as well as
Final Ratings

Request Progress Reviews
Request reconsideration of Final Rating
Can use SPACE to track accomplishments throughout the year

— Employees elect to make accomplishments visible to supervisor

Summarize Accomplishments in self-assessments for midpoint
Progress Review and Final Ratings



How to use SPACE

Rating Official

* Create/modify/sign/delete Performance Plans*
* Create a new version of an existing Performance Plan
* Create/modify/sign/delete Progress Reviews*

* View employee’s Accomplishments (which employee made
available to supervisor) and self-assessments

* Create notes on their employees’ performance

* Conduct final ratings: rate each Element and write narrative
summary

*Once the performance plan is signed, changes will result in a new
version of the plan. The new version will go to the employee for
signature.



How to use SPACE

Reviewing Official

 Same permissions as Rating Official

— Can sign Performance Plan, Progress Review, Final Ratings, if Rating Official is
not available

* Reviews Final Ratings and signs off on having completed their
review



How to use SPACE

Email to Employee-Review Performance Plan

Subject: EPCS: DRAFT PERFORMANCE PLAN READY FOR YOUR REVIEW

Dear [Employee Name] (Org Code)

Your Rating Official has created a draft performance plan for you in accordance

H - with the provisions of NASA’s Employee Performance Communications System
E m p I oyee rece Ives a SVSte m (EPCS), using the automated system Standard Performance Appraisal
. Communication Environment (SPACE).
generated email
Please click on the following link to review your performance plan in SPACE. You
. . will be asked to review each critical element and the related performance
¢ P rOVI d es I I n k tO S PACE expectations, and you will have an opportunity to provide comments.
. . . Beginning in the 2013-14 appraisal cycle, employees’ critical elements under EPCS
¢ PrOVIdES InStrUCthn will be rated at one of three levels:
o Substantively Exceeds Expectations (Level 5) — Performance that
° consistently exceeds the performance standards to a substantial
¢ Explalns next StepS degree for the element
o Meets Expectations (Level 3) — Performance that fully and
consistently meets the performance standards identified for the
element

o Fails to Meet Expectations (Level 1) — Performance that fails to
meet the established performance standards for the element

For each critical element, your plan includes standards, expressing performance at
the Meets level (Level 3); and indicators, examples and information reflecting the
types of work consistent with the Substantively Exceeds level (Level 5).

After you have completed your review, please press the Notify Supervisor button.
This will send an email to your Rating Official, who will be responsible for
scheduling a performance plan discussion with you.

If at any time during the process you have any questions or experience any
problems, please contact your Human Resources representative.



https://space.ksc.nasa.gov/

How to Use SPACE

On-Going Communication

Be an active participant in performance-related communication
with your supervisor

Keep your supervisor informed about your work
Take advantage of opportunities to provide input
Encourage and remain open to constructive feedback

Listen and ask questions to facilitate understanding about your supervisor’s
expectations and your progress

Request assistance and support when needed

Relate communications to critical elements and standards/
indicators

Remember the definitions of the element ratings:

Meets: Performance that fully and consistently meets the performance standards

— Substantively Exceeds: Performance that consistently exceeds the performance

standards to a substantial degree



